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L. ZPOSE
s. This notice provides for an initial swrvey of reports

preparstary to establishing a continuing program vhich -
wills

{1) TImprove the quality of administrative and mamagement

reporting and provide simple, dirvect reporting
methods,

(2) Riminate amd prevent wmecessary reporting.

(3) Assure that instructions, forms, and procedures for
metessary reporting are clear and complete,

{k) Provide a centrel reference point for informatiem
on reporis,

b, Briefly, an effective reports management program will msan

fewer reports, better reporis, at less cost.

2, ADMIRISTRATION AND SCOPE |
2, A1l compenents of the ID/I complex shall participate in the

on a dscentralised basis, That is, each Offige will
be responaibls for establishing measures to contrel and
fwprowe reparting within its ares, Overall direction and
support will be provided by the Asaistant to DD/I (Administra-
tien). The Menagement Staff will provide technlcal assistance,

b, With the exception of those reports and docwments listed in

®closwrs 1, the survey shall include all recurring intra
office administrative or mmnagement reports, and these
reports vhich an Office either requires from, or prepares fors
(1) Othsr Essdguarters components,

{2} Any continental e overseas fisld establishment,

(3) Any orgamizstion, Pederal or private, outside the Agency.
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a. The Assistant to ID/I (Administratien) iz responsible fexs
(1) Directing the overall progrum,

(2) Beviewing recommndations of the Assistant Directors
and submitting these recormendations to the atiention
of sppropriate officlals,

{3) &mwm:tsﬂuunnnafﬁhrmVIm@uﬂaﬂmnmthmﬂh_
b, Tseh Assistant Director is responsibls for:

1) Emsuring that the survey is conducted within all
¢ components wder his authority,

{2) Desigmting sn official to serve as Feports Management
Officer for Ms O0ffics, The nams of thip official will
be furnished the Assistant to MY (Aduinistration),

(3) Revieing recommendstions submittsd by his Reperts Man-
sgement Officer

L
¢+ ¥ach Reports Managerent Officer is respansible fors

(1) Providing guidanse and interpretaiions during the
VY .

(2) BServing as sollection agent for swrvey material,
Reviewing findings and recommendations resulting from

» the survey, and conducting such additional studles as
deemad nesessary,

(h) &dﬂﬂﬁﬂngte!ﬂaimﬂsﬁu&hﬁnmﬂa'mwamum&n&am
for improving reporting practices,

(5) Serving as a voting member on the ID/I Asports Review

‘ ‘ Srvenbory
reparts, meummlnmna;dfﬂﬁsgthsuiﬂnﬁf%?ﬂ»
ing material may be obtaimed by calling extensiem
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existing one, shall be submitied through the respective
mmmmatmumummmrw
approval, Form Ne. 1L2, Request for Approwal of a New !
o Revised Reparting Requirement (Attachment C), shall be
used, ,

5, COMTINDATION OF THE PROGRAM

The target date far conpleting the swrvey is _ _ September 1955,
Tpon completion of the survey tids notice vi)T be rescinded by

s repuilation establishing policles, responasibilities, and proce-
dures for a continuing reperts mnagemsnt program, Suggestions
for s program to meet our needs are invited.

ROBERT AMDRY, e
Deputy Directer
{telligemoe)

melosures: '

3. Typas of Administrative or |
Wnsgenent Reports and Documents

Exmmphed from the Swrvey t

2, Procedures for Condusting the ID/I |

Reparts Management Survey 1
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